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FOR AGENCY USE 
Lpplication Date 

molicafion Number ~ 

1. Agency Address 
Department of Education 
Of f i ce  of I n s t r u c t i o n a l  Serv ices  
Div is ion  of Spec ia l  Programs . .  
Pro ram f o r  Exceptional Chi ldren I Evafuat ion and Assessment Unit 

1. Datesof Swiea ”- 

iarliest Latest 

N 78 I Present  

!. Person to Contact Working T i l e  

5. Records Series Title Ifollowed by title used in off+; if different) 

LEA System F i l e s  

~~ ~ 

FOR RECORDS MANAGEMENT USE 
Armlicatim Number 

aate Received Date COmpleted -- J A N  1 8 1982 I J A N  5 7 1982 
Telephone Number 

Larry M. Callawav Coordinator 656-6319 
1. Action Requested 

I I 
i. Division Office Function What is the function of the Division and the Office in which this record series is created? 
The Evaluat ion and Assessment U n i t  i s  respons ib le  f o r  planning and implementing a 
s t a t ewide  eva lua t ion  of publ ic  agencys’ programs f o r  except iona l  ch i ld ren .  
conducts on - s i t e  v i s i t s  i n  o rde r  t o  v e r i f y  t h a t  s ta te  and l o c a l  agencies’  s p e c i a l  
educat ion programs a r e  i n  compliance wi th  state and/or f e d e r a l  l a w ,  r u l e s  and r egu la t ions ;  
i d e n t i f y  areas i n  which t echn ica l  a s s i s t a n c e  is needed i n  order  t o  he lp  de f ine  s o l u t i o n s  
t o  problems t h a t  i n t e r f e r e  with s p e c i a l  educat ion program e f fec t iveness ;  and t o  i d e n t i f y  
and disseminate  d a t a  t h a t  can be used f o r  l o c a l ,  r eg iona l  and s t a t ewide  planning f o r  
Georgia’s except iona l  s tuden t s .  The Unit a l s o  prepares  ind iv idua l  eva lua t ion  r e p o r t s  
of an agency’s s p e c i a l  educat ion program, and compiles d a t a  from LEA and State  School 
and I n s t i t u t i o n  r e p o r t s  i n t o  annual summary r e p o r t s .  

The Unit 

I. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbmand titles, ifanyl: 
Attach samples of the file. 

eva lua t ing  and pon i to r ing  educa t iona l  programs f o r  except iona l  
s t u d e n t s  i n  terms of t h e  minimum compliance wi th  f e d e r a l  l a w  
and s ta te  s tandards ,  r u l e s  and r egu la t ions .  

i nd iv idua l  f o l d e r s  f o r  each school system conta in ing  self-assessment 
s tudy ,  let ters of complaint,  monitoring r e p o r t s ,  c o r r e c t i v e  a c t i o n  
p lans ,  pos t  monitoring follow-up correspondence. 

Included are: 

t i l e  i s  arranged: 
,’ . ... :, 

Z. Monthly Referen-te Rate 

One to six months old 

chronologica l ly  hy f i s c a l  year: thereunder  by school  system. 

How often are records referred to which are: 

; Seven t o  twelve months old ; Thirteen to twenty-four months old 

‘ twenty-five months and older ? 
B. Annual Rate of Accumulation of Records 

1 .  

Letter-size drawers 2 ; Legal-size drawers ;Shelves ;Other (ooecify) 



.- .- - 
10. Questionnaire (Place an "X" in the proper column) 

* -  . a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cke law or regulation. 

c. Is this a vital record? 
d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep t& entire file for a long period, could these 

f. I s  the information contained in this series ever pyblishecE If  y e t  attach w x  
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

If y e t  attach cow. ~. 
h. Is  there a duplication of this series in your office, or in another office or agency? 

If not. where i s  it? 

i 

~~ documents scheduled semratelv? 

I I f  yeLwhere7 
Ix 1 1 .  Isthirser iesbramaior~~rb bn of itl reglllarlv m . w o f i M ?  
I x  I i u  record series r& i na-vt er cuntout ? 

1. Retention Requirements T h e  following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need L y e a r s .  
c. Federal law &years. f. Federal retention instructions 5 years. 

Attach copy or exart of laws or regulations. Explain administrative need. 

PL 94;142 (Title VIB Funds) 
Administrative Re€erence Requirements 3 years.. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; @ Fiscal Year; 0 Other then, 

pd Hold in the current files area monthk) yeark); then 
0 Transfer to local holding area; hold 
pd Transfer to State Records Center; hold L y e a r b ) ;  then 
pd Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 

These instructions apply to a l l  prior and future accumulations of the series. 

raph 12 are approved. 
If disapproved. attach letter 
if explanation.) 


